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Why Upgrade to OfficeWhy Upgrade to Office™™ XP?XP?

Keep current with technologyKeep current with technology
No file format changesNo file format changes
Accomplish common tasks more Accomplish common tasks more 
quickly and in fewer stepsquickly and in fewer steps
Use familiar and flexible tools more Use familiar and flexible tools more 
easilyeasily
Simplified document review Simplified document review 
process for implementing changes process for implementing changes 
and revisionsand revisions
Easy to use process for viewing Easy to use process for viewing 
and merging reviewer changesand merging reviewer changes



OfficeOffice XP Installation XP Installation -- Step 1Step 1



Office XP Installation Office XP Installation –– Step 2Step 2



Office XP Installation Office XP Installation –– Step 3Step 3



Office XP Installation Office XP Installation –– Step 4Step 4



Office XP Installation Office XP Installation –– Step 5Step 5



Office XP Installation Office XP Installation –– Step 6Step 6



Office XP Installation Office XP Installation –– Step 7Step 7



Expanding Your HorizonsExpanding Your Horizons

This upgrade will This upgrade will 
not affect your not affect your 
dayday--toto--day day 
operations.  You operations.  You 
can do can do 
everything you everything you 
used to do, but used to do, but 
with more with more 
capability.capability.



Common OfficeCommon Office™™ XP FeaturesXP Features

Task PanesTask Panes
Search FeatureSearch Feature
Document Document 
RecoveryRecovery
Smart TagsSmart Tags
Auto Fit

Auto Correct Auto Correct 
Options ButtonOptions Button
Paste Options Paste Options 
ButtonButton
DiagramsDiagrams
New From New From 
Existing Existing 
Command

Auto Fit

Command



ExcelExcel™™ XP FeaturesXP Features

ScreenTips for function argumentsScreenTips for function arguments
Recommended functions in the Recommended functions in the 
Function WizardFunction Wizard
ColorColor--coded worksheet tabscoded worksheet tabs
Retain column widthsRetain column widths
Improved header and footer Improved header and footer 
capabilitycapability
Increased capabilities for worksheet Increased capabilities for worksheet 
protectionprotection



OutlookOutlook™™ XP FeaturesXP Features

Multiple reminders in a single dialog Multiple reminders in a single dialog 
box with Dismiss Allbox with Dismiss All
Automatically complete eAutomatically complete e--mail mail 
addresses as you typeaddresses as you type
Counter proposals for alternative Counter proposals for alternative 
meeting timesmeeting times
Preview pane enhancementsPreview pane enhancements
Integrated file managementIntegrated file management
Color appointmentsColor appointments
Mailbox CleanupMailbox Cleanup



PowerPointPowerPoint™™ XP FeaturesXP Features

Task Panes for applying slide and Task Panes for applying slide and 
presentation formattingpresentation formatting
New animation effectsNew animation effects
Print PreviewPrint Preview
Visible GridVisible Grid
Multiple design templates per Multiple design templates per 
presentationpresentation
Write on a slide during a Write on a slide during a 
presentationpresentation



WordWord™™ XP FeaturesXP Features

Drag and drop copying of tablesDrag and drop copying of tables
Styles and FormattingStyles and Formatting
Document statisticsDocument statistics
Reveal FormattingReveal Formatting
Text translationText translation
MultiMulti--selectionselection



OfficeOffice™™ XP TrainingXP Training

Contact Sheila Contact Sheila 
Frizzell, SCFrizzell, SC--62, 62, 
at 301at 301--903903--
8979 to 8979 to 
schedule schedule 
training.training.



OfficeOffice™™ XP ResourcesXP Resources

For reference books, go to For reference books, go to 
http://www.amazon.comhttp://www.amazon.com.  .  
Contact SC Support Center to Contact SC Support Center to 
submit purchase requests.submit purchase requests.
For more helpful tips, please For more helpful tips, please 
visit: visit: 
http://www.microsoft.com/office/http://www.microsoft.com/office/
using/tips/archivesusing/tips/archives

http://www.amazon.com/
http://www.microsoft.com/office/using/tips/archives
http://www.microsoft.com/office/using/tips/archives


Got a Problem?  Need Help?Got a Problem?  Need Help?

Office AssistantOffice Assistant
Ask a QuestionAsk a Question
Help WindowHelp Window
Call the SC Support Center Call the SC Support Center 
at 3at 3--5313.5313.



Are there any Are there any 
additional additional 
questions?questions?
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